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DEVELOPMENT PROJECTS DIVISION , ADMINISTRATION
ADMINISTRATIVE, MEMORANDUM NO. 300-2 8 September 1961

TECHNICAL QRDER MANUALS

1. The Maintenance Section of Materiel Staff, DPD, hes
edllected and keeps current a technical library which consists,
among other things, of the Air Force Technical Order Msnuals and
changes thereto. The maintenanece of this service is strictly a
voluntary one on the part of the personnel 80 engaged and, in order
to be effective, cooperation on the part of the users is necessary.
A growing tendency hes been noted for personnel to remove entire
orders or single pages from the manuals and not return them. Obviously,
such & practice is detrimental to the orderliness of the system.
Air Maintenance Section is most anxious to provide the assistance
needed but requests that certain practices be followed.

2. In the event that & Tech Qrder, & change, or & portion of
either is required, the requestor should so signify to the Air
Maintensnce Section. If the portion is desired for permsnent retention,
an additional copy will be provided. If it is desired only for
reference, the requestor may borrow the section desired but should
let the manual keepers know. If only e page or portion thereof is
needed, s thermofax will be provided.

3. The techni‘cal library serves & worthwhile function and the
cooperation of all users is urged. 25X1A

JAMES K. CUNNINGHAM, JR.
Acting Chief, DPD-DD/P
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OFFICE OF SPECIAL ACTIVITIES ADMINISTRATION
Administrative Memorandum No. 300-21 20 June 1962

1. Effective 21 June 1962, all correspondence which does not
deal substantislly with a specific project and is not subject to
25X1A I coutrol procedures will bear an OSA control number. This
chsnge 1s the result of, and in accordence with, the recent pe.
orgenizetion eited in OSA Notlee 1l-15. Tbe new mumbering series
will commence with OSA-0001-62 and replaces the DFD series formerly (’” "
used. Issusnce of the new control numbering series will continue
{0 be bhandled by the RI Bramch.

2. TFor your information, 2ll correspondence prepared for the
signature of the Assistant Director for Special Activities shall be

written as appears below.

25X1A

BT W. BEERLI
Colonel, USAF
Assistent Director for Special Activities

SECRET
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OPFICE OF SPECTAL ACTIVITIES ADMINISTRATION
08A HRS KNOTICE NO. 300-30 7 Februaxry 1963

This is to re-emphasize that the Position Control Register,
the PRosition Ipventary file in OSA/Perscmel and like documents
end records contains confidential information for the use of
the Component Chief, the Assistent Direcior, the Deputy Assistant
Director and his immediste staff. I hove instructed the Chief
of Perscnnel to assure that the confidemtial nature of this infore
mation be preserved. ALl individuals vho have & legitimate need
for this information will be permitted secess to 1t by the Chief
or Deputy Chlef of Persomnel, OSA-ID/R.

25X1A
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OFFICE (F SPECIAL ACTIVITIES ADMINISTRATION
0SA HQS NOTICE NO. 300-31 7 FEPRUARY 1963

eefective 5 Februsry 1963 I +=- ecsigred to  25X1A
< the Office of Special Astivities es en Itlustrabor/Drefissac.
25X1A 7411 provide an in-house capability for ﬁm preparation
&ids, displeys, speciel primbting Jobs, ete. In

order to insure the most practicabls utiligztion of his services,

1% wlll be necezzary thet work requirements which demerd other

thon routine handling be first sulmitted to the Administwabive

office for dzterwination of prioxrity.

25X1A

Peputy mumt ik
(Special Activ:ltiea)

PR L
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CFFICE OF SPECIAL ACTIVITIES ADMINISTRATION
CSA BRS NOTICE NO. 300-32 21 FEERUARY 1963

FITHESS REPORTS

1. The following memorendum from the Deputy Divegtor, Central
Intelligensze to ell Deputy Directors is quoted in full for your
suldence:

"L You are avare of my concern sbout our Fitness Report-
ing system sad my deteruination that we muat fmprove ocur
performence in preparing timely and meaniegful reports. I
shall expect you t0 give your personel attemtion to doing so
in your componarts.

"2. I bave instructed the Director of Persomnel to
develop and to put Into effect such mechasniesl controls and
quelity revieuws as ave necessexry to identify delinguencies
or deficiencies in the cperation of cur Fiitnees Reporting
systzm. ¥Ne will institvite immediately prosedures for noti-
fying you of any overdue reporis in your components which
are 60 days or more delinguent and will notify me of thoss
~which are delinquent 90 days or move. As you know, I intend
%o issue a formal reprimand fo the official responsible for
any report in the 90-day delinguency group unless acceptable
-Teasons have been given for delaying the »aport.

"3. Immediste snd substantlal improvemsnt in the prépara-
mmwmmmmmmmmmﬁm
the technical instructions which accompany the form is but &
first step. I regexd its accompligiment to be largely a
matter of good superviscry discipline. Our second step will
be to improve the quality and intearity of these xeporis and
to bring about & high degree of consistency in the application
of the reting standards provided in the Fitness Report form.
This will not be an easy task and its accamplishment will
require that you exerciee command leadezship in esteblishing
and applying appropiiate monitoring techniques in your com-
pousais. While I expect the Direcior of versommel to provids
staff leeflexship in this axea, I shell lock to you to tuke
the initiative in developing this progiam in your component
and shall expect en sarly report of your progress in doing
80."
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2. Priority attention shall be directad to the preparstion
of Fiiness Reports shen they are due. I cmmot over-emphagize
theimpoﬂ%ofpr&npt&cﬁmmmpm'tofmsmmm
cortain that timely end meaningful reports are prepared in com-
plisnce with the provisicns of our perscnel evaluation program.

25X1A

JACK C. LEIORD
COLONEL, USAP
Asgistant Director
(Special Activities)

SECRET
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OFFICE OF SPECIAL ACTIVITIES ADMINISTRATION

OSA HQS NOTICE NO. 300-33 26 FEBRUARY 1963

_ l. The OSA Sigpal Cenler has brought 0 the atltention of
ihis Offiece the fact that ocultgoing csbles dsiivered to them for
trensmission ave containing mors ond more extensive “handuriticn”
eorzections.

2. The practice of correciiang typed messages by pen o
mlahwmmmatamabsolmmmiminmwm
e in expeditious tweusmission and ivSure accurasy of pessage
content a3 1t is gctuslily ‘hmnam:i.s:teé.

3. .In those few instances vhexe eo:eraetioﬁs ave ninoy or
when circumstances do not peamit the retyping of & message; the
judividuel meking the cozvection should meke certain t}m’; the
correction eppesTs on gach £op gopy af hhe messaga :E‘ema

Lk, supervicors end or;:.gma::,iug am ;eeleaamg euthorities
m%@%%ﬁ%hmﬁuﬁm&m@exﬁ%mﬂi@s

25X1A

CSA s
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Approved For Release 2000/06/30 : CIA-RDP33-02415A000700060033-1




Approved For Release 2000/06/30 : CIA-RDP33-02415A000700060033-1

"

SECRET

QFFICE OF SPECIAL ACYIVITIES ADMINISTRATION
GBA IRS NOTICE R2. 30033 27 FESRUARY 1963
DISPAICHES TO 25X1A

Bffeative inmedistely, sll dispatches fras Heedquarters

25X1A : ,
to I vi31 ve forwmrded in three (3) copdes.

25X1A

Asting Chiel
AMninistrative Division
oSA

S A HIR St
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OFFICE OF SPECIAL ACTIVITIES . ADMINISTRATION
OSA HQS NOTICE NO, 300-37 16 APRIL 1963

REFERENCE: OSA HQS NOTICE NO. 300-33 dated
26 February 1963
Cable originators are again cautioned that changes
made on the outgoing cable ﬁats nust also be made on all
carbon copies of that cable. The cable mat is used for
reproduction purposes only, and the actual processing
for transmission of the outgoing cable is accomplished

from the first and/or second carbon thereof.

25X1A

Acting Chief
Support Division, OSA
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BECRET
OFFICE OF SPECIAL ACTIVITIES ADEINISTRATION
HQS NOTICE NQG. 300-40 18 JULY 1963

OEA GEWERAL FINANCIAL AUDIT

1. The Dffice 0% Special Activities and its field
activities are curreantly undergoing a financial audit by
tvo members of the Agency Audit Staff. The auditors will
be phyaically located in the offices of OSA Budget and
Finance Branch, It i3 cxpected that they will be engaged
in thig audit for the nexi several weaks.,

2. The auditors will most likely visit certain
OSA Headguarters offices end * will make 29X1A
such arrangesments as necessary oux cooperation

and asgistance extended to these auditors will be appre~
clated,

25X1A

Acting Chief
port Divigion, COSA

SECRET
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OFFICE OF SPECIAL ACTIVITIES ADMINISTRATION
1Q NOTICE NO. 300-49 %0 December 1963

CIVIL DEFENSE ALERT SIGNAL

25X1A

1. Supplementary to[JHE entitled "Fire Evacua-
tion System" dated 7 November 1863, the attached copy, in
part, of [ dated 21 May 1962 is hereby furnlshed to
each OSA employee in order to reacquaint personnel with
the Civil Defense Alert Signal.

2. Ip connection with the "Take Cover Signal" OSA
personnel are to proceed down emergency stairway Ko, 2 to
Area B - Basement which has been desigunated our shelter
area. Stairway No. 2 is located mext to the Reglstry
Branch on the 6th floor; near the main corridor dcuble
doors on the 5th floor,.

3. Personnel are reaquested to direct any questions
involving either Fire or Civil Defense Alerts to the fol-
lowing designzted Senicr Corridor Wardens:

6th Floory B Corridor:
25X1A

Alternate

5¢h Floor B Sub=Corridor:

~ 25X1A
- Alternate

25X1A

COLONEL, USAF
Assistant Director
(Special Activities)

SECRET

Approved For Release 2000/06/30 : CIA-RDP33-02415A000700060033-1



